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Grade 10: ______		Student Name:__________________

Worksheet 1
Getting Started with Excel Essentials
True/False
Indicate whether the statement is true or false.
· 
T	1.	A workbook is different from a spreadsheet.

F	2.	A spreadsheet is a grid of rows and columns containing only numbers.

F	3.	When data is too wide to fit in a cell, the part that does not fit will be deleted.

T	4.	To remove cell data, you can simply press the Delete key.

T	5.	B4 is a cell reference

T	6.	You can use multiple fonts in one document.

F	7.	By default, Excel aligns text at the right of the cell and numbers at the left of the cell.

T	8.	All cells in a range touch each other and form a rectangle.

F	9.	Workbooks are stored in worksheets.

T	10.	You can select a cell using either the mouse or the keyboard.

T	11.	The active cell is identified in the Name box at the top of the worksheet screen.

T	12.	When you enter more numbers than can fit in the cell, a series of number signs (####) appears in the cell.

T	13.	The selected cell is called the active cell.

Multiple Choice
Identify the choice that best completes the statement or answers the question.

____	1.	In the Excel worksheet, the mouse pointer displays as a(n) ____.
	a.
	pointer finger
	c.
	thick plus sign

	b.
	arrow
	d.
	crosshair




____	2.	Columns are identified by ____.
	a.
	numbers
	c.
	column names

	b.
	field names
	d.
	letters




____	3.	The intersection of a single row and a single column is called a ____.
	a.
	cell
	c.
	field

	b.
	cell reference
	d.
	frame





____	4	In Excel, a heavy black border designates the ____.
	a.
	main cell
	c.
	default cell

	b.
	active cell
	d.
	cell reference




____	5.	The ____ feature corrects common mistakes as you enter data.
	a.
	AutoCorrect
	c.
	AutoComplete

	b.
	AutoFill
	d.
	AutoCheck





____	6.	To move the insertion point to the last cell with data in a row, you would ____.
	a.
	press Ctrl + right arrow
	c.
	triple-click

	b.
	press F5
	d.
	either a or b




____	7.	do you accept the entry proposed by Excel’s AutoComplete feature
	a.
	Press the Enter key.
	c.
	Press the Backspace key.

	b.
	press F4
	d.
	either a or b



____	8.	Which view shows how the worksheet will appear when printed
	a.
	Full Screen
	c.
	Custome view

	b.
	Normal View
	d.
	Page layout



____	9.	Which view is the default view?
	a.
	Full Screen
	c.
	Custome view

	b.
	Normal View
	d.
	Page layout




____	10.	The text or numbers entered in a cell are often referred to as a(n)_____.
	a.
	Value
	c.
	Word

	b.
	Number
	d.
	Text



Completion
Complete each statement.
(active –Formula -Cell refrence -Workbook –Enter- Rows)

	1.	The Cell refrence identifies the column letter and row number.

	2.	The selected cell where you can enter data is called the active cell.

	3.	Rows in a worksheet are identified by numbers.

	4.	When you enter data in a cell in a worksheet, it also appears in the Formula Bar.

	5.	A(n) Workbook  may contain several worksheets.

	6.	To accept an entry proposed by Excel’s AutoComplete feature, you press the Enter key.
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